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Division Director/Designee:
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Date Received * Application No. Date Completed
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Application Date:

Record Series Title: 75-102 I‘ﬂ}TA Client Case Files Person to Contact:

ftem number to be amended: . Item 16 on old form - Telephone No. 656-3040
’ Item 10b on new form (3/80) ‘ :

Reads as follows:  'mo" on confidentiality of records

t "

Amended to read: yes" on confidentiality of records

03
63 Ggu/c 56/"{57 /‘)

ublic service emplo records under CETA Xemain open to public
1 other personal recoxds including financixl records shall be
made "availabIl} to the public to the game degree that it takes such infor-

mation available\ about its employees."
therefore make alY except PSE employment

AUTHORITY: “Federal ister, July

Reason for Ehange:
inspection;

ecords confidentia

- Date

ESA Director: _
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State Auditor/Designee:
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Attorney General/Designee:
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Atlanta, Georgia

ATEA Firiet-a, Sukdielstan A Administering Pflce n;n.. . '_ f- Pecnon vo ronl
Georgia Department of Labor
Manpower Programs Development Division

130, IBEW Buildin
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Joyce H. Eunice

pouer. Program (56~6330

T.ACTION REQUESTED ‘ Coordinator
Eg ESTABLISH DISPOSITION STANDARD; DISPOSE OF PRESENT ACCUMULATION;
RECORD WILL CONTINUE TO ACCUMULATE. NO FURTHER ACCUMULATION ANTICIPATEL

8. FEarliest & Latest
Dates of Series

1962 - Date

9. Exact? Series Title _ CMDTA)
RED 'Manpower bevtlopment and Training “Act s Client ‘Case Files

LO.

«
- K

what is the function of the office in which this record series is created?

o

The Manpower Program Development Division is responsible for compiling
and disseminating state and area manpower and labor market information

services.

1 and?donducting related research. The Division develops new and exper-
imental manpower programs and negotiates all contracts for manpower

The Central Records Section is responsible for supervising, regulating
and monitering the enrollments, placement in components and termination
of clients in the Comprehensive Employment Training Act and the Man-
pover Development and Training Act programs. The Section also makes
reports on all aspects of the programs to the Federal Power Administra-
tion, State Manpower Planning Council, Governor's office, Local Prog-

ram Operators,

end Prime Sponsors. - . . = S R

l.7his file contains the following documents (1nclude form numbers and titles, if any,

and file arrangement). . &
Documents relating te: Maintaining enrollment, termination and follow- o

up records on individuals participating in various training programs.

Included are:

mation gathered in the follow-up of clients to verify their activity
in the project, and benefits received from the program and infor-
mation gathered when the client is terminated. TForms included are

4
Information identifying the client and project; infor- ?‘
A
t

fa
Applicant Information Record (MA-161), Current Job Status Report ; a;
(MA-103), Individual Termination/Transfer Report (MA-102), MDTA L
Monthly Progress Report Institutional Training Projects (D/L MT-5), lf ;
and Manpower Develpoment and Training Allowance Activities (Es-214B) T
File is arranged: Geographically by district; thereunder numerically
by project number. . . U,
>, * rautexter iy ¥, ot bravers | Cu. FL of berards No. of Drawers Cu. FU. af Recerds
Lotser.atee Fite Eravers - ABRUAL RATE OF ACCUNULATIAX :
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QUESTIE‘I}F{AI PE Place an n” ‘“‘ t'h- proper toleen It ansued ;- "V!:.‘f" plesse erplats .7 ] Vf*’ NO‘

e

13. Is this the Record Copy of the series? - . [xlﬁ ‘q
1k, Is there a duplication o; this series in enother office or agency? . ﬁ”[ ] [X]
15. Is the information contained in this series ever susmarized or published? Ixy (1
Attach copy of summary or publlcatlon o
16. Does the series contain classified information requirlng security handling° [ ] Ix1]
17. Does the series initiate, amend or terminate agency pollcles and procedures? [ [x]
18. Could the function be performed if the files were lost or destroyed? : [ 1 (x]
19. Is the series (or major portion of it) regularly microfilmed? If yes, why? { } [x]
20. Does the record series provide data as input to an EDP file? {1 [x]
5 +1i 9
£ &%ﬁiﬁ oo iR SYHEY VTS R FPRRE Y 28" T B S (x3 0}
‘o2, g} g eSeI%&quverhment issued rnstructions governing the retentlon/dlspo- X1 O[]
‘sition of these files? (Employment Security Manual, Part |l, Chapter 11700 and
MDTA Handbook, Chapter VI, Sectton IX C., Page 228) L
23. Wlll tnere be a need for these records 10, 15 years from now? Ii yes, what? T [X}

B

(3 yrs. following final action g@,
ok, REQUIREMENTS., The follow1ng requires the files to be keptproject (final action 6th mongﬁap
follow-up on trainee)

dy [JSTATE  b.[]STATUTE OF ~e.[]AUDIT d.[x]F‘EDERAL e.[ JADMINISTRATIVE f. []HISTORICAL
*“v Law LIMITATION PERIOD LAW DECISION VALUE

ﬂbTA HANDBOOK‘: '"The records for such trainees shall be held for 3 years following final action
- on all matters.,"

ADMIN PROC. MANUAL - Part (I, 11717.01 "MDTA Enrollment Records become obsolete 3 years from

date of last action. ! _
25. AGENCY RECOMMENDATIONS. This agency recommends that the file series be cut off at the end

5? each -{ JCALENDAR YEAR -[JFISCAL YEAR -[XJOTHER _See Below _ » sthen:

Upon cempletion of 6-month follow~up. of &ll trainees, transfer to
itaetiye file.

Cut-off inmetive file at end of each_riscal year- hold In current files
arew 1l years then

;: MDT Section (Central Office file: Transfer to State Records Center:
« hold 2 years; then destroy.

“'(‘.. .

%D1str1ct Office File: Transfer te local holding aresa; hold 2 years;
then destroy.

Trainee Activity Printout: .Hold in <current files area until up-dated
report 18 recelved; then destroy.

""%ﬁe”t Jiieer Gyanatere) 5 BEte /) OTHER REQUIRED SIGNATURES . DATE

26</ Recomnendations [Agency Head/Designee I _// 4 X;A :

in paragraph 25 l' Z.ﬂgmroved [ ] Disapproved 1z Zaz_._p Lz oL . B /773
are: L Audvtor/Designee ‘ZQL B j

; Approved |'_J_Dis_appr-ovec'li1 \\mw\“ A MARDS
STATE RECORDSW/ ‘Uegref of Stateslesignee’ ’I 7
COMMITTLE i ‘bvdd [ ] Disapproved; ["1&47’*— ?— 7,

At tofncl (‘uwma/l)csrgnee %W m

[ Appraved [ 7 nmanprn\y’r{jb/ 7V Y10
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Georgla Department of Labor

Manpower Programs Development Division

Central Records Section, Room 130, IBEW Building
Atlanta, Georgia 30312

Joyce H. Eunice
D verriea T8 tate Man- 6.

. Hn.

GEh-63230

Coordinator

DISPOSE OF PRESENT ACCUMULATION;

ESTABLISH DISPOSITION STANDARD;
NO FURTHER ACCUMULATION ANTICIPATED.

<
X RECORD WILL CONTINUE TO ACCUMULATE.

8

.Earliest & Latest
Dates of Series

1962 - Date

9. Exact}Series Title
MDTA - Enrollment, Termination and Follow-Up
Manpower Development and Training Act files

to.

services,

What is the function of the office in which this record series is created? ‘

The Manpower Program Development Division under the General Direction of the Deputy Director of
Manpower, Emplioyment Security Agency is responsible for compiling and disseminating state and |
area manpower and labor market information and conducting related research. The division
develops new and experimental manpower programs and negotiates all contracts for manpower

The Central Records Section is responsible for supervising and reguhating the enrollment and

termination of clients in' the MDTA prdgram It is responsible for reports of activities to
Federal and State offices.

ol G

1.

This file contains the following documents (1nclude form numbers end titles, if any ,

and file arrangement).
Documents relating to enroliment, termlnatlon and follow-up of cllents in varijous training
programs.
included are: MA-101 forms which identifies the client and project; MA-102 forms which
terminates the ciient; and MA-103 forms which follow up on client to verify benefits of
program.

The file is arranged numeriéally by project number by local office.

ATTACH SAMPLES OF THE FILE
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——TQEEE:ﬂOMNQ‘! P.E Plsce nn"‘n‘ ta .-.».. Traver colusd rownwwer |r"vzr'.j:‘g‘—::::=-"-l=:‘.-2= = = \!ts 4 NO l

13, Is this the Record Copy ?f the series? x} 1!

S i

: . . . ’ i

1k, Is there a duplication of this series in another office or agency? [} Ix)

;- ;

15. Is the information contained in thlS series ever summarlzed or p\.lbllshed'P (x] [

Attach copy of suwmmary or publication. :

16. Does the series contain classified information Tequlrlng security handllng° [ 1 ix)
17. Does the series initiate, amend or terminate agency policies and procedures? [ 1 Ix]
18. Could the function be performed if the files were lost or destroyed? I1 Ix]
19. Is the series {(or major portion of it) regularly microfilmed? If yes, why? [ ) [x]
20. Does the record series pYovide data as input to an EDP file? [ 1 (x]
© 21. Does the record series-contain documentatioﬁ produced as EDP printout? [x] [ ]
22. Has the Federal Government 1ssued instructions governing the retention/dispo~ .[X] [ ]

23.

sition of these files? (Employment Security Manual, Part ||, Chapter 11700 and

'MDTA Handbook, Chapter VI, Sectlon IX C., Page 228)
Will tnere be a need for these records 10, 15 years from now? It yes, what?

~

[ X3

| 2k. REQUIREMENTS.

3
i

(3 yrs. following final action on

follow-up on traunee)

The followlng requlres the files to be keptproject (flnal action 6th month

a.[]JSTATE b.[]STATUTE OF e¢.[]AUDIT q.bdFEDERAL e. [ JADMINISTRATIVE  f.[]HISTORICAL

LAW LIMITATION PERIOD LAW DECISTON VALUR

‘ MDTA HANDBOOK - '"The records for such trainees shall be held for 3 years following final action

on all matters."

ADMIN. PROC. MANUAL - Part Il, 11717.01 "MDTA Enrollment Records become cbsolete 3 vears from

date of_last_action."

: 25. AGENCY RECOMMENDATIONS.
of each ~-[]CALENDAR YEAR ~[]FISCAL YEAR -[XJOTHER _See Below

This agency recommends that the file series be, cut off at the end

,then:

Upon completion of 6-month follow-up of all trainees, transfer to inactive file.

Cut inactive file at the end of each fiscal year and hold in current files area 1 year; then
(l) MDT Section (Central Office) file: transfer to State Records Center, hold 2 years and
destroy, except that at time of destruction a random sampling of one cubic foot of
files for all years ending in 0 and 5 WI|] be retired to the State Archives for

(2) District Offlce flle transfer to Iocal holdlng area, hold 2 years, destroy.

perminate retention.

—

(Indicate briefly rationale for recommendations above/or write additional remarks):

~

R-"(‘Ee"t %"ﬁf’" (Ppgnature) £ /3??25— /) OTHER REQUIRED SIGNATURES

DATE
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267/ Recommendations [Agency Head/Designee : [ 1/47,7 Jgé%??
"V in paragraph 25|57 Approved [ 1 Disapproved Jk&@;—up , :

are:

Tale Auditor/lesignee

,'STATE RECORDS] _J

g[_]_l\ \pproved [ 1 D1sapprove
Jecretary of § tate/Designee’

COMMITTEE [ 1 Approved { 1 Disapproved

Attorney General/Designee
[ ] Approved [ ] D1saopr0ved
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